11i July 2003

Module 4
Chapter 7
Cancellations and Corrections

Chapter Overview

Introduction This chapter explains how and when to cancel or correct a previous action
using one of the following actions.
e Cancellations
Corrections
DoD Correction Process
Reconstruct History
Pseudo SF 50
Sometimes you need to follow special procedures when the action to be
canceled was taken before the employee came to work in your agency or DoD

Component.
Chapter Contents
Topic Page

Processing Cancellations/Corrections 3
Processing a DoD Correction 5
Processing Corrections to Social Security # or Date of 7
Birth

Using the Pseudo SF50 10
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Chapter Overview, continued

Before you e You will process a Request for Personnel Action (RPA) with a Nature of
begin Action (NOA) 001, Cancellation, if you need to completely wipe out a
personnel action.

e If canceling a previous action results in an employee being returned to
an old assignment (one that started and ended before the employee
entered your DCPDS database), you must create the old assignment.
This gives the employee a previous or “fall-back-to” assignment to
return to when the cancellation is processed. You can correct a data
element on an employee’s most recent personnel action, by processing
the action with DoD Correction Process as provided for in the OPM
Guide to Processing Personnel Actions.

e However, there will be instances when an employee’s past history
must be both reconstructed and corrected. For example: an
employee’s pay was set incorrectly some time ago and the original
action needs to be corrected. Subsequent personnel actions involve
incorrect pay because of the initial mistake. Therefore, you may have
to reconstruct and correct several actions.

e When you do a Correction, all updates in the database will be as of the
effective date of the corrected action. In those cases where the database
must reflect this data earlier, process a DoD correction as of the
employee’s hire/conversion date (as appropriate).

e All updates in the database will be as of the effective date of the action
that was corrected. In any case, where the database must reflect this data
earlier, process a DoD correction as of the employee’s hire/conversion
date (as appropriate).

e Asin Legacy, it is possible to correct an action that was not actually
processed. You could correct a “change in data element” on an
employee’s conversion date, update the database, suppress the SF50, and
inhibit payroll interface just to correct a data element that appears on
RPAS/NPAs but is not directly updateable.

Continued on next page
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Processing Cancellations

Purpose This procedure guides you through the steps to process a Cancellation. If you
use the <Correction> Taskflow Button, you can correct only data fields
entered on the current RPA.

Canceling an
Action

Step

Action

Navigation Path — Request for Personnel Action —
Cancellation/Correction — <Open>.

The Approved Requests for Personnel Action window opens.
Place the cursor in the Full Name data field, Query for the
employee whose action you are canceling.

testh =

Hide Corrections

=
Effective Date Frocess Order NOA Code Status Farnily NOA

Ee-route Cancellation Correction

Click the bottom scroll bar to view remaining data fields:

The employee’s name and Social Security data fields populate in
the top region. The bottom region populates with actions
processed for that employee. Select the action you need to cancel.

Click the <Cancellation> button.

Note: If the Effective Date is a future date, both Cancellation and
Correction Taskflow buttons are grayed out. Click the<Re-route>
button to send the action back to your Workflow Inbox and cancel
it from the Inbox

Continued on next page
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July 2003

Canceling an Action (continued)

Step Action

5 The RPA opens. FIRST ACTION, Block 5-A Code, Nature of
Action, populates. Complete any remaining data fields that are
white.

e Fersannel Ac 2[lation, Routin
Change Farmily :
Reguesting Info Paosition Data Employee and Position Data Remarks and Address
PART A - Requesting Office
1 Actions Reguested 2 Request Number
|Cancellation [pzpECooONEWSQTO00779
3 For Additional Infarmation Call (Full Narne) Telephone humber 4 Prop. Eff. Date  ASAP
| r
5 Action Reguested By (Full Mame) Title Reguest Date
| |
6 Action Authorized By (Full Name) Title Concurrence Date
| |
PART B - For Preparation of SF 50
1 Last Name First Name Middle Mame
[TEST15 [NATHAN ALLEN
2 Social Security Number 3 Date of Birth 4 Effective Date
|3E1-1[I-3?51 |2ZJAN-1950 05-DEC-2002
FIRST ACTION SECOND ACTION
5-A Code  5-B Mature of Action 5-A Code 6-B Mature of Action
|l]l]1 |Cancellation |Al]?2 |Name Change
5-C Code  5-D Legal Authority B-C Code B-0 Legal Autharity
| | |
5-E Code  5-F Legal Authority B-E Code B-F Legal Authaority
| | |
l History I Extra Information I Person I Position I Others. .. ._
Click Save icon on the Toolbar.

7 The Decision window appears asking if you wish to route the RPA
now. Click the <Yes> button. The Routing window opens. Save
and route or update the RPA,.

8 Click the<OK> button.
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Processing Corrections

Purpose This procedure guides you through the steps to process a correction on current

actions.

f‘z Note: To make current corrections, use Cancellation/Correction on the
Navigator window. To correct past actions and to open all data fields on the
RPA, use the DoD Correction Process. This procedure is covered in this

chapter.

Processing a
DoD Correction

Step

Action

Navigation Path — DOD Correction Process — <Open>.

Place the cursor in Part B, Block 1, Last Name, click the LOV
icon to select the employee’s name to which the action applies or
type in the information.

Place the cursor in Part B, Block 4, Effective Date click the LOV
icon to select the effective date of the action to be corrected

Place the cursor in Block 5-A Code, and select the NOA to be
corrected or preceded by a “C.”

Place the cursor in Part B, Block 5-C Code; select the correct
Legal Authority Code(s). This data field must be entered.

Click and complete the data fields that need to be corrected.

Click the Remarks and Address Tab, and make any necessary data
input.

Click the Save icon

Click the <Extra Information> button to open the PA Request
Information Flexfield window

Continued on next page
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Processing Corrections, continued

Processing a DoD Correction (continued)

Step Action

10 | Select the Control Payroll and SF50 Output for Pre-Conv
Cancellations/Corrections.

BEEEx st Infarmation

The Extra PA Request Information window opens. Enter Yes
or No in the Payroll Output Flag data field, to indicate if a payroll
interface transaction must be sent to DFAS for the reconstructed
action. Enter Yes or No in the SF50 Output Flag data field, to
indicate if an NPA is to be produced.

11 | Click the <OK> button. Then click the Save icon.
12 | Select Yes to the routing action request
13 | Select Update HR and click the <OK> button

= Routing

RoutingTo

® Select Routing List
®Select Person

®Select Groupbox

Continued on next page
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Processing Corrections to Social Security or DOB

Purpose To correct a SSN or DOB for an employee record in the HR database you will
need to determine if the record requiring correction is a record converted from
Legacy DCPDS or a record created in the current DCPDS database. The
process for correcting these two areas will be different depending on how the
record entered the HR database.

Correction to Social If the record was established after deployment of the HR database
Security Number or then the following steps can be used to correct the SSN or DOB.
Date of Birth

Step Action

1 Navigation Path — People — Enter and Maintain <Open>.
Enter the name or current SSN of the employee and click the
<Find> button

EEPeople

Name
Gender| (ZTINNNNS

Last hite Person Type

First fafil:] Person Types
Title Employee.Ex-applicant

Identification

33005
Middle % Social Security [T RFREI

Personal

Bith Date IJUNA973 Age
Town of Birth Status
Region of Birth Nationality
Country of Birth Registered Disabled

Effective Dates

3{1:40{09-FEB 2003 T [ Latest Start Date. [TXZENED> WL [ [ |

Continued on next page
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Processing Corrections to Social Security or DOB, continued

Step

Action

Date Track to the day before the effective date of the Employee
Record, this should change the Type from Employee Ex-Applicant
to Applicant.

Name
Last (White Person Type

FlESAAR Person Types

Title Applicant

Identification

Applcant e
Sa AI[GE 8699121502

Personal

Birth Date [05JUN-1973 | Age
Town of Birth Status
Reagion of Birth Mationality
Country of Birth Registered Disabled

Effective Dates

11423 -DEC.2001 A1 |08-FEB 2003 Latest Start Date [ AN DD | B |

Click in the SSN or DOB field and change to the correct value.
Old SSN# New SSN#

Identification

Identification

bl Jo W e -

,. Sotial Securty

Note: This can only be done against the Applicant record, if you
attempt to change this field when the Type is Employee Ex-
Applicant you will receive an error that change must be updated
using an RPA.

The Update or Correction window will display when you Tab out
of this fiel,

B Ct tion:

Keep history of existing inforrmation

Can isting infarmation

Click the <Correction> button. Save your changes and reset your
Date Track effective date.

Continued on next page
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Processing Corrections to Social Security or DOB, continued

Step Action

5 Navigation Path — Req Personnel Action —
Cancellation/Correction <Open>. Query the employee record,
click on employee’s action to be corrected, then click the
<Corrections> button

WHITE, RENEE M 345773501 =

White, AAA 69912 0501 -

699121502 S

Hide Comections
=)
Effective Date Process Order MNOA Code Status Farnily MNOA
09.FEB-2003 140 130 IProcessed [Appointment Trand~
09-FEB-2003 140 130 |Routed Correction Trang |
o ¥
Re-route Cancellation Correction

6 When the RPA is generated you will receive a message box

letting you know that the SSN or DOB has been changed, once
you update HR the database will be changed as of the effective
date of your actions. This same notification will appear for any
RPA you select to for any action created in HR with the wrong

SSN or DOB.
~ PART A - Req ing Office
1 Actions Requested 2 Request Number
[Conec‘lion ]
3 For Additional Inforration Call (Full Name) Telephone Number 4 Prop. Eff. Date  ASAP
IO
5 Action Reguested By (Full Name) Title Reguest Date

B Action Authorized By (Full Name)

- PART B - For Preparation of SF 50
1 Last Name

| white
2 Social Securnty Mumber
699-12 5501

~ FIRST ACTION
5-4 Code  5-B Mature of Action

[I]l]Z ] [Correcﬁon
5-CCode 5D Legal Autharity

B-4 Code B-B Mature of Action

[1l]1 ] lCareeLCund Appointment
B-C Code B-D Legal Autharity

2k | [Eozm

B-E Code B-F Legal Authority

5-E Code  5-F Legal Authority

|

|

|
NOTE: If the record that requires correction was not created in the HR
database (legacy converted record) you will have to process a DoD
correction to an appointment or conversion to appointment as a work

around.

Histary I Extra Infarmation I Persan I Pasition I Others
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Using the Pseudo SF50

Purpose This procedure guides you through the steps for using a Pseudo SF50. The
Pseudo SF50 does not update the database. It only produces a Notification of
Personnel Action (NPA) for cancellation of a prior action that has no impact
on an employee’s current assignment or employment status.

Using the
Pseudo SF50

Step Action
1 Navigation Path— PSEUDOSF50 — <Open>.

2 The Pseudo SF50 window opens. Place the cursor in Block 1,
type the employee’s last name and [TAB] key. The LOV displays
and populates the rest of the information; e.g., first name, SSAN,
Date of Birth. You cannot use the SSAN to get the LOV. This
window has 50 data elements and two taskflow buttons,
<Reports> and <Exit>. This NPA is not broken into four pages
as the regular RPA.

EEPseuda SFE0

NOTIFICATION OF PERSONNEL ACTION: Manual SF.50 Build
1. Last Name
Flr st hlam r1|JJI MNam

_!l

rity Wurnber i, Date of Birth -1 Effective Date

FIRST ACTION

FROM INFORMATION TO INFORMATION
7. Position Title MNumber 15. Position Title Murmber

A I

10. Grade or Level 16. Pay Plan 17. 0 Code 8. Grade or Leve

Continued on next page
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Processing Corrections to Social Security or DOB,
Continued, continued

Using the Pseudo SF50 (continued)

Step

Action

3

Type in everything you need on the final SF50, to include codes as
well as clear text. Use the scroll bar on the right side to view the
entire window.

EMPLOYEE DATA

Preferance 24, Tenure

J—I_J—Jg

27. FEGL 28, Annuitant Indicator 28. Pay Rate

JQ_J%JQ

30. Retirement Plan mp. Date (Leave)

J—IQ

33. Part-Time Hours P

40. Agency Data ‘11

46. Employing Department or » cy 50. SignaturedAuthentication & Title

Use the scroll bar on the right side of the window to move to the
end of the form. Once all data is entered, click Save on the
Toolbar.

45. Remarks

48. Personns| Office D 49.

Click the <Reports> button. This transmits the Pseudo SF50 to
your default printer.

When you are finished, click the <Exit> button on the bottom of
the window to return to the Navigator window.
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Miscellaneous

Other helpful hints for processing corrections:

Step Action

1 To view the original action when processing an Oracle correction
after opening the RPA from the Cancellation/Correction Window
click <Others> Corrected PA Request.

Requesting Info I Fosgition Data I Employee and Position Data I Remarks and Address -
PART A - Requesting Office
1 Actions Reguested 2 Request Number
Correction
3 For Additional Information Call (Full Mame) Telephone Mumber 4 Prop. Eff. Date  ASAP
|

5 Action Requested By (Full MNa R e uest Date

s acton Acorzed By Cu gl Jhoursnc Das

PART B - For Preparation of § Assignment Extra Information

1 Last Mame Corrected PA Request

White | Event History

2 Social Secuty Numbar 0500 et choe =
699125501 Pasition Extra Infarmation
FIRST ACTION isdeclal Info

5-4 Code  5-B Mature of Actic ] “3998

002 Correction erson summary e

Finance Information

Coredoc

Resumi-Requisition

MAF Carrection And Cancellation

5-C Code  5-D Legal Autharity

5-E Code  5-F Legal Authority

T D

An RPA creation notification will appear. Click <OK> and the
original action will appear. This view of the RPA is read only but
it will allow you to see the information input on the original

action.
Reguesting Info I Fosition Data TEmpIuyee and Paosition DataT Remarks and Address -

PART A - Requesting Office

1 Actions Requested 2 Request Mumber
|DOD Correction Process-002 {03MAYDOONEWS O T008366
3 For Additional Information Call (Full Name) Telephone Number 4 Prop. Eff. Date ASAP

| r

5 Action Reguested By (Full Mame) Title Request Date
B Action Authorized By (Full Marme) |Tit\e |Cnncurrem:e Date

PART B - For Preparation of SF 50

1 Last Name First MNarme Middle Mame
[White AAA

2 Social Security Mumber 3 Date of Birth 4 Effective Date
|599-12-l]5l]1 ‘12-DEC-196I] 07 -APR-2003
FIRST ACTION SECOND ACTION

5-4 Code  5-B Nature of Action 5-A Code B-B Mature of Action
|CT13 |Change to Lower Grade | |

5-C Code  5-D Legal Authority 6-C Code B-D Legal Authority

5-E Code  5-F Legal Authority 6-E Code B-F Legal Authority
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